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Evaluator Handbook for Fire Officer II practical skills 

 

 
Reference material needed for this course: 

 

NFPA 1021, Standard for Fire Officer Professional Qualifications, 2014 Edition 

IFSTA Fire Department Company Officer 5th Edition 

Fire Department Policies and Procedures are required for this test. 
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Overview 
This document is intended to provide guidance for Instructors and Evaluators for the Fire officer 

II certification.  It provides detailed skill sheets for all of the associated Job Performance 

Requirements established in NFPA 1021 2014 Edition.  There are twelve skill sheets contained 

in this document.   

 

It is required that all skills be completed as outlined in the skill sheets and that all students 

receive a passing grade before taking the written exam.  Completion method is outlined in each 

skill sheet and shall be adhered to in order for the candidate to qualify for certification.   

 

Skill Sheet #1, Human Resource Management 

 This session will be completed in class as a role playing exercise. 

 

Skill Sheet # 2, Human Resource Management 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class. 

 

Skill Sheet #3, Administration 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class. 

 

Skill Sheet #4, Administration 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class. 

 

Skill Sheet #5, Administration 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class.  

 

Skill Sheet #6, Administration 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class.  

 

Skill Sheet #7, Administration 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class.  

 

Skill Sheet #8, Administration 

 This report is to be completed out of class  
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Skill Sheet #9 Emergency Service Delivery 

 This is to be completed as an in class role play exercise. 

 

Skill Sheet #10 Inspection and Investigation 

 The initial review of the incident is to be completed as an in class role play exercise. 

 The final report (simulated memo) is to be completed out of class. 

 

Skill Sheet #11, Emergency Service Delivery 

 Review of the material and the candidate’s Post Incident Analysis of the incident are to be 

completed in class.  

 The written corrective action recommendation for this is to be completed out of class,  

 

Skill Sheet #12, Health and Safety  

 This can be accomplished as an in class role play exercise or an out of class assignment. 

 

To the Instructor 
 

Prevent or prohibit any unsafe acts. 

Contact the Lead Evaluator at any time with any questions 

Remember, you are an evaluator, not a trainer 

 

 

  



INDIANA FIRE AND PUBLIC SAFETY ACADEMY TRAINING SYSTEM 
A Division of Indiana Department of Homeland Security 

Fire Officer II 
PRACTICAL SKILLS AND EXAMINATION HANDBOOK 

 

Revised February 2017  Page 4 
 

Skill Sheet #1, Human Resource Management 
 

(NFPA 1021 5.2.1 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability evaluate their subordinates and either 

maximize performance or correct unacceptable performance. 

 All candidates must complete two scenarios.  

 Evaluators can choose to use one of the scenarios we have provided or they can create their 

own as long as the intent of the standard is met. 

 The candidate will assume the role of a fire officer and correct a subordinate’s performance.  

o The evaluator will recite the scenario to the candidate during the exercise 

 This session will be completed in class as a role playing exercise. 

 

Student (Candidate) Directions 

 The candidate will assume the role of a fire officer.  

o Candidate must listen carefully to determine the true nature of the problem. 

 Candidate will decide whether or not the situation warrants a counseling session 

 Candidate will determine an initial course of action (within the scope of authority) 

 Candidate will complete a written plan of action for the subordinate 

 Candidate will explain the course of action to the member, and make appropriate 

verbal notification and written documentation per home agency’s policy.  

 Candidates shall provide a copy of their home agency’s policies.  

 

Evaluation Criteria PASS FAIL 

1. Did the candidate initiate actions to maximize member performance 

and/or correct unacceptable performance (i.e. did the Candidate state 

they would work to rectify the situation) 

  

2. Did the candidate adequately diagnose to issue within the scenario?    

3. Did the candidate verbalize that they would arrange a counseling 

session with the subordinate?  

  

4. Did the candidate adequately communicate (in writing) a plan of 

action to ensure subordinate corrects the issue within the scenario?  

  

5. Did the candidate’s plan address a need to increase team work?    

6. During the mock counseling session: 

 Did the candidate adequately communicate (orally) the plan of 

action to the evaluator (acting in the role of the deficient 

subordinate) to plan of action?  

  

 

  



INDIANA FIRE AND PUBLIC SAFETY ACADEMY TRAINING SYSTEM 
A Division of Indiana Department of Homeland Security 

Fire Officer II 
PRACTICAL SKILLS AND EXAMINATION HANDBOOK 

 

Revised February 2017  Page 5 
 

Skill Sheet #2, Human Resource Management 
 

(NFPA 1021 5.2.2 (B)) 
 

Evaluator Directions 

This skill sheet will test the candidate’s ability to conduct a performance evaluation on their 

subordinate.  

 The evaluator will direct the candidate to use their home agency’s human resource policies 

and procedures, personnel records/forms and a job description, to conduct a performance 

evaluation interview and make a written report.  

 The evaluator can choose to use the form and scenario provided or they can choose to use 

their own as long as the intent of the standard is met.  

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class. 

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer conducting a job performance 

evaluation of an assigned subordinate member.  

 Candidate will gather and review all materials referencing the subordinate member 

 Candidate will create a job performance report on the subordinate member. 

o Within the report, the candidate will reference where information was collected. (I.e. 

personnel record/form, job description, etc.) 

 Candidate will share their performance evaluation report with the evaluator (in the role of the 

subordinate). 

 

Evaluation Criteria PASS FAIL 

1. Did the candidate adequately review all the material?    

2. Did the candidate prepare a suitable written report based on their AHJ’s 

performance evaluation policies or the one provided?  

  

3. Did the candidate reference within the written document where they 

found the information?  

  

4. Did the candidate verbalize their plan to conduct the evaluations?    

5. Did the candidate successfully communicate (verbalize) the contents of 

the report to the evaluator (acting as the subordinate)?  

  

6. Did the candidate follow applicable policies/procedures and maintain 

privacy 
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Skill Sheet #3, Administration 
 

(NFPA 1021 5.2.3 (B)) 
 

Evaluator Directions 

This skill sheet evaluates the ability of the candidate to create a professional development plan 

for a subordinate.   

 The evaluator will direct to use the candidates’ home agency human resources policies and 

procedures, as well as provided materials, to create a professional development plan for a 

subordinate.   

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class. 

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer conducting professional development 

plan of an assigned subordinate member.  

 Candidate will gather and review their home agency’s policy and procedures that relate to 

professional development or promotions; the IAFC Officer Development Handbook; and 

review the student text. 

 Candidate will create a professional development plan 

 The professional development plan shall include: 

o Minimum training requirements (fire certifications) 

o Minimum educational requirements (higher education courses or degree) 

o Minimum experience requirements 

o Required self development 

o Realistic implementation timeline.  

 Candidate will share their performance development plan with the evaluator (in the role of 

the subordinate). 

 

Evaluation Criteria PASS FAIL 

1. Did the candidate create a written report that met the following 

requirements?  

o Minimum training requirements (fire certifications) 

o Minimum educational requirements (higher education courses or 

degree) 

o Minimum experience requirements 

o Required self development 

  

2. Did the candidate successfully communicate (verbalize) the contents of 

the report to the evaluator (acting as the subordinate)? 

  

3. Did the candidate’s plan convey realistic expectations so that the 

subordinate would be eligible for the examination for the positions? 
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Skill Sheet #4, Administration 
 

(NFPA 1021 5.3.1 (B), 5.4.1 (B)) 
 

Evaluator Directions 

This skill sheet evaluates the ability of the candidate to comprehend the benefits of inter-agency 

cooperation, develop policy and procedure, and develop a plan to accomplish change within an 

organization.   

 The evaluator will direct the candidate to determine a need and propose a change to a 

policy/procedure or create a new policy/procedure in accordance with the organizational 

goals to solve a problem.  

 The problem must be related to operating with an allied agency such as another fire 

jurisdiction, law enforcement or EMS agency.  

 The candidate shall determine a need within their organization and propose a solution to the 

need. Then write a proposal and an amended or new policy/procedure and prepare it for 

submission to the fire chief.  

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class. 

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer creating a report for the chief officer of 

the organization. 

 Candidate will identify a problem within the organization as it relates to inter-agency 

relations.   

 Candidate with research the problem and recommend a policy and or procedure that involves 

operating with an allied agency to achieve organizational goals.  

 Candidate shall create a written documents that recommends the change to the policy and or 

procedure 

o Within the document, the candidate will explain the benefits of interagency cooperation.  

 Candidate will share their written recommendation with the evaluator (in the role of the fire 

chief). 
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Evaluation Criteria PASS FAIL 

1. Did the candidate’s written report convey: 

 An explanation of the benefits to the organization of cooperating with 

allied organizations  

 A recommended policy or procedure that identified an interagency 

problem and or solution 

 Include a plan to accomplish change in the organization, so that 

effective change is implemented. 

  

2. Did the candidate’s verbal report include: 

 Explain the benefits to the organization of cooperating with allied 

organizations   

 A recommended policy or procedure that identified an interagency 

problem and or solution  

 Include a plan to accomplish change in the organization, so that 

effective change is implemented. 
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Skill Sheet #5, Administration 
 

(NFPA 1021 5.4.2 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to create a budget, execute good time 

management, and convey the justification for said budget 

 Evaluators can use the scenario and budget forms provided or they can create their own. 

 The evaluator will direct the candidate will prepare a budget in the proper format and 

accompanied by supporting data for an agency project.  

o Candidate will use agency records, policies, procedures or guidelines to develop the 

project budget 

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class.  

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer creating report for the chief officer of 

the organization. 

 Using agency records, policies, procedure and / or guidelines candidate will create budget 

 Candidate will prepare a written budget using either the provide budget forms or create their 

own. 

 Candidate will then report their findings and budget justification to the evaluator (in the role 

of the fire chief). 

 

Evaluation Criteria PASS FAIL 

1. Did the candidate develop a project or divisional budget, given schedules 

and guidelines concerning its preparation, so that capital, operating, and 

personnel costs are determined and justified? 

  

2. Did the candidate prepare a written budget in the proper format and 

include supporting data? 

  

3. Did the candidate properly allocate finances in a realistic manner?   

4. Did the candidate’s budget plan convey realistic expectations and include 

a justification for the expenditures? 
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Skill Sheet #6, Administration 
 

(NFPA 1021 5.4.3 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to understand the purchasing process within 

their home agency.  

 The evaluator will direct the candidate to: 

o Obtain a copy of their agencies purchasing policy,  

o Select an item to purchase 

 The item purchased should be substantial enough to exercises a significant portion of 

their home agencies purchasing policy. (i.e. choose something that involves a 

competitive bid process, such as apparatus) 

 The candidate will: 

o Prepare a document that outlines their agencies procedures for processing bids for 

purchase and describes the process of their simulated purchase.  

o Explain in detail from request to bid award how the process would work to ensure a 

successful bid award.  

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class.  

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer creating request for purchase for the 

chief officer of the organization  

 The candidate will obtain a copy of their home agencies purchasing policy and procedures. 

 The candidate will then select an item to purchase.  

o  The item purchased should be substantial enough to exercises a significant portion of 

their home agencies purchasing policy (i.e. choose something that involves a competitive 

bid process, such as apparatus) 

 The candidate will create a written report that outlines their agencies procedures for 

processing bids for purchase and describes the process of their simulated purchase. 

 Candidate will then report their findings and purchasing justification to the evaluator (in the 

role of the fire chief). 
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Evaluation Criteria PASS FAIL 

1. Did the candidate’s purchase successfully exercise a large portion of 

their agency’s purchasing policy? 

  

2. Did the candidate’s written report outline the candidate’s home agencies 

procedures for processing bid purchases? 

  

3. Did the candidate describe the process of soliciting for bids both 

verbally and in writing? 

  

4. Did the candidate describe the process of awarding bids both verbally 

and in writing? 

  

5. Did the candidate describe the process of purchasing both verbally and 

in writing? 

  

6. Did the candidate describe how they ensured competitive bidding is 

utilized? (Evaluative methods used)? 
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Skill Sheet #7, Administration 
 

(NFPA 1021 5.4.4 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to create a press release for their agency.   

 The evaluator will provide the candidate with a scenario from which a press release will be 

generated.  

 The candidate is to: 

o Review the scenario  

o Prepare a written news release  

o Prepare an oral interview for the scenario  

 Preparation for this is to be completed out of class,  

 Reporting on the candidate’s findings is to be completed in class.  

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer tasked as the coordinator for this year’s 

fire prevention activities.  

 This year you have arranged a parade that will travel 2 miles through the heart of town. 

 At the conclusion of the parade you are having a fire apparatus display and community picnic 

with jump castles, smoke house and fire prevention games.  

o A local news crew has asked to do a story on it  

o The fire chief has asked you to prepare a news release.  

o Your news release shall be in accordance to the candidate’s home agency’s policies and 

procedures.  

 

Evaluation Criteria PASS FAIL 

1. The candidate will review all the applicable information before 

beginning 

  

2. The candidate will prepare a written news release, given an event or 

topic, so that the information is accurate and formatted correctly. 

  

3. The candidate will verbally communicate the information released in the 

new release to the evaluator (acting as the local media). 
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Skill Sheet #8, Administration 
 

(NFPA 1021 5.4.5 (B), 5.6.3 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability interpret data and prepare a report for a 

superior 

 The evaluator will direct the candidate to collect the last three month’s response times from 

their home agency.  

o The candidate will analyze data from the last three month’s response times from their 

home agency.  

o The candidate will need to evaluate: 

 The dispatch time,  

 The time the unit(s) marked responding  

 The time the unit(s) arrived 

 The candidate will need to evaluate how long it takes for the unit(s) to mark responding and 

arrive on scene, take into account the time of day and how that impacts response times, and 

will then prepare a report to your supervisor that explains your findings and include any 

problems you found 

 This report is to be completed out of class  

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer tasked will analyzing your home 

agency’s response times from the last three months 

 The candidate will need to collect the following information from the past three months: 

o The dispatch time,  

o The time the unit(s) marked responding  

o The time the unit(s) arrived 

 The candidate will need to evaluate how long it takes for the unit(s) to mark responding and 

arrive on scene.   

 The candidate will also take into account the time of day and how that impacts response 

times. 

 The candidate will then prepare a report to your supervisor that explains your findings and 

include any problems you found 

o The report should include any trends, variances, or other related information. 

o The report should identify major causes for service demands so that they may be used for 

various planning areas within the service area of the organization. 
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Evaluation Criteria PASS FAIL 

1. Did the candidate collect the appropriate data for the past three months?    

2. Did the candidate prepare a concise, written report that included details 

such as trends, variances, or other related topics?  

  

3. Did the candidate prepare a written report, which identifies major causes 

for service demands? 

  

4. Did the candidate show the ability to interpret the data, and identify the 

reasons for service demands? 
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Skill Sheet #9, Emergency Service Delivery 
 

(NFPA 1021 5.6.1 (A) (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to manage an incident requiring multi-unit 

operations resulting in the mitigation of the incident.  

 The evaluator will provide proper forms needed and will provide the scenario, ensuring that 

the scenario: 

o Requires multi-unit operations 

o Requires the implementation of the incident command system (ICS) 

o Requires the candidate to account for personnel on assigned 

o Requires the candidate to serve in a command staff and unit supervision position within 

the ICS. 

 The evaluator will ensure the candidate has access to the most current edition of NFPA 1600, 

 The evaluator will ensure that the candidate knows that they will be using their home 

agencies safety procedures and standard operating procedures / guidelines to successfully 

mitigate the incident. 

 This is to be completed as an in class role play exercise. 

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer supervising the first-due fire company 

at a structure fire where multiple units are responding. The scenario and paperwork will be 

provided.   

 Candidate will assign tasks or responsibilities in a complete, clear and concise manner so that 

safety considerations are addressed and desired outcomes are conveyed.  

 Candidate will verbalize their home agencies standard operating procedures / guidelines as 

they complete tasks. 

 The candidate will use the most current edition of NFPA 1600, and their home agencies 

safety procedures and standard operating procedures / guidelines to successfully mitigate the 

incident. 

 Candidates shall fill out the appropriate IAP forms as provided by the evaluator. 

 Candidate will use their home agencies’ accountability system to track resources.  
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Evaluation Criteria PASS FAIL 

1. Did the candidate establish command and implement an incident 

management system? 

  

2. When given the scenario, did the candidate show basic knowledge of: 

 Building Construction?  

 Fire protection systems and features?  

 Fire growth, development and fuel loading? 

  

3. Did the candidate verbalize their home agencies procedures relating to 

dispatch response? 

  

4. Did the candidate verbalize their home agencies standard operating 

procedures when they assigned determine incident priorities and initial 

strategic goals? Such as: 

 Rescue? 

 Water Supply? 

 Fire Attack? 

 Ventilation? 

  

5. Did the candidate use clear and concise communication?   

6. Did the candidate verbalize their home agencies accountability system 

when tracking resources? 

  

7. The ability to supervise and account for assigned personnel under 

emergency conditions  

  

8. Assume command and give a thorough size up 

 Size of structure 

 Percentage of involvement 

 Initial assignments 
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Skill Sheet #10, Inspection and Investigation 
 

(NFPA 1021 5.5.1 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to determine the point of origin and 

preliminary cause of a fire to determine if arson is suspected.  

 The evaluator will provide: 

o A fire scene or photographs and / or diagrams of a fire scene 

o Pertinent date and/or sketches,  

o Real or simulated witness statements 

o Simulated memo to superior determining the cause 

 The initial review of the incident is to be completed as an in class role play exercise. 

 The final report (simulated memo) is to be completed out of class. 

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer tasked with determining the point of 

origin and preliminary cause of a fire to determine if arson is suspected. 

 The candidate will review the provided scene and or documentation 

 The candidate will make a determining as to the point of origin and preliminary cause using 

deductive skills 

 The candidate will then verbalize their findings in class 

 The candidate will then complete written report (simulated memo) to their superior as to their 

determination.   

o Document all procedures and results of preliminary investigation 

o Include all pertinent data with the preliminary investigation report 

 

Evaluation Criteria PASS FAIL 

1. After reviewing the materials, did the candidate successfully: 

 Determine the point of origin?  

 Determine the preliminary cause? 

  

2. Did the candidate show the ability to apply knowledge using deductive 

skills in their cause and determination? 

  

3. Did the candidate verbally communicate their findings successfully?   

4. Did the candidate successfully communicate their findings in a written 

memo? 
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Skill Sheet #11, Emergency Service Delivery 
 

(NFPA 1021 5.6.2 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to develop and conduct a post-incident 

analysis given a multi-unit incident 

 The evaluator will provide: 

o An incident scenario 

o A Post Incident Analysis Information Form 

 The evaluator will also direct the candidate to prepare a corrective action recommendation 

report. 

 Review of the material and the candidate’s Post Incident Analysis of the incident are to be 

completed in class.  

 The written corrective action recommendation for this is to be completed out of class,  

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer tasked with conducting a post-incident 

analysis or a multi-unit incident  

 The candidate will review the provided documentation 

 The candidate will then complete a Post Incident Analysis Information Form.  

 The candidate will also prepare a corrective action recommendation report. 

 

Directions 

The candidate will read the directions and incident scenario provided then completes a Post 

Incident Analysis Information Form. Candidate will also prepare a corrective action 

recommendation report. 

 

Evaluation Criteria PASS FAIL 

1. Did the candidate apply their experience, and knowledge to evaluate the 

incident review? 

  

2. Did the candidate effectively cover the critical elements of the incident 

reviewed and identify any deficiencies? 

  

3. Did the candidate complete the written corrective action report and 

recommend changes to home agency’s procedures or policies? 

  

4. Was the candidate able to verbally convey their findings after reviewing 

the documentation?  
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Skill Sheet #12, Health and Safety 
 

(NFPA 1021 5.7.1 (B)) 
 

Evaluator Directions 

This skill sheet will evaluate the candidate’s ability to analyze a member’s accident, injury, or 

health exposure history, given a case study, so that a report including action taken and 

recommendations made is prepared for a supervisor.  

 The evaluator will provide an actual or simulated scenario complete with circumstances and 

or witness statements 

o Evaluators can use scenarios provided by IDHS or create their own.  

 Safety and Investigative policies should be from the candidate’s home agency.  

 The evaluator will provide accident report forms or the candidate may use their home 

agency’s 

 This can be accomplished as an in class role play exercise or an out of class assignment. 

 

Student (Candidate) Directions 

The candidate will assume the role of a company officer tasked and will conduct an initial 

accident investigation involving a fire dept. vehicle, or personal injury. 

 The candidate will review the provided documentation. 

 The candidate will identify safety hazards or unsafe behaviors that may have contributed to 

the accident.  

 The candidate will make written recommendations on preventing future similar accidents, 

and convey responsibility for the accident to the appropriate person,  

 

Evaluation Criteria PASS FAIL 

1. Did the candidate review the given accident, injury, or health exposure 

history and make recommendations? 

  

2. Did the candidate complete a written recommendation to a supervisor 

that included actions taken and recommendations? 

  

3. Did the candidate accurately interpret the data from the report and 

correlate the information into actions for improvement? 

  

 


